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ALBERTA, 


FOREWORD 


The  Accounting  Teacher's  Manual  is  published  for  use  by  beginning,  as 
well  as  experienced  teachers  in  Alberta  schools.  It  contains  practical 
information  about  planning  the  course,  selecting  modules  from  3-  and/or  5- 
credit  courses,  program  objectives,  and  teaching  strategies.  Teachers  are 
urged  to  review  the  suggestions  made  in  the  manual.  Although  the 
recommendations  made  are  not  prescriptive,  they  do  parallel  the  topics 
contained  in  the  program  of  studies  which  are  prescriptive. 

In  addition  to  the  presentation  of  basic  teaching  strategies, 
suggestions  are  also  made  about  the  time  (in  hours)  which  should  normally 
be  devoted  to  a  particular  topic. 

Since  three  textbook  series  and  a  variety  of  support  resources  in  the 
form  of  recommended  texts,  workbooks,  manuals  and  software  are  approved  by 
the  department,  it  is  important  for  the  teacher  to  ensure  that  there  is 
close  correlation  between  the  topics  in  the  curriculum  guide  and  the 
particular  resources  being  used.  This  manual  is  written  in  such  a  way  as 
to  provide  assistance  in  this  regard. 


a 


Teachers  must  be  aware  that  this  manual  is  to  be  used  as  a  guide  and 
that  the  order  of  presentation  by  various  publishers'  texts  regarding 
modular  content  will  differ. 
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ACCOUNTING  10-20-30 


Introduction 

The  accounting  program  provides  an  opportunity  for  all  students  to  develop 
an  understanding  of  basic  accounting  concepts  and  procedures.  At  the 
introductory  level  the  students  will  learn  the  mechanics  of  the  accounting 
cycle.  Advanced  study  will  enhance  the  basic  skills  and  provide 
competencies  that  prepare  the  student  for  employment  or  further  study 
beyond  high  school.  Students  will  study  the  accounting  cycle  of  a  small 
business  and  expand  their  knowledge  to  include  specialized  areas  within 
accounting. 

Computers  reflect  present  practices  within  accounting  offices,  enhance 
employment  opportunities,  and  allow  students  more  opportunity  to  analyze 
and  interpret  financial  documents.  As  a  result,  the  use  of  computers  is 
recommended  in  the  accounting  strand. 


Objectives 

The  student  will: 

1 .  Learn  how  the  financial  position  of  an  individual  business  is 
determined. 

2.  Accurately  journalize  the  various  daily  transactions. 

3.  Understand  the  importance  of  maintaining  accurate  accounting  records. 

4.  Be  able  to  use  relevant  terminology  appropriately. 

5.  Complete  financial  documents  accurately  and  neatly. 

6.  Use  the  computer  in  performing  accounting  functions. 

7.  Develop  decision-making  skills  in  the  preparation,  analysis,  and 
interpretation  of  financial  statements . 

8.  Develop  a  basic  understanding  of  accounting  procedures  applicable 
to  single  proprietorships,  partnerships  and  corporations. 

9.  Demonstrate  a  knowledge  of  acceptable  cost  accounting  procedures. 
10.   Investigate  careers  in  the  field  of  accounting. 
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FLOWCHART  FOR  MODULES:  ACCOUNTING 


CORE    MODULES 


1 .        Basic  Accounting  Concepts 


2.        Journalizing   and   Posting 


3.         Completing    the   Accounting 
Cycle 


Merchandise   Accounting 


5.  End-of-Year   Adjustments 
and  Eight-Column  Worksheets 


ELECTIVE    MODULES 


6. 

Optional   Accounting  Tasks 

7. 

Voucher  System  and 
End-of-Year   Adjustments 

8. 

Departmentalized 
Accounting  Tasks 

9. 

Partnership   and  Corporation 
Accounting 

10. 

Cost  Accounting 

11  . 

Financial   Analysis 

12. 

Accounting   Simulation   I 

13. 

Accounting   Simulation   II: 
Computerized  Accounting 

Notes   on   Course    Implementation 

The   accounting  subject   strand   is    composed   of    13  modules,    5   of  which   are    core    and   8 
are   elective.      The   core   modules    are   prerequisite    to    the  elective   modules.      Modules    1 
to    5  are   sequential.      The   elective  modules    are    not   sequential. 

Courses   of    3  or    5   credits  may   be   developed    in  Accounting    10  and    20  by   selecting   3  or 
5   modules . 

Accounting    30  may   only   be    offered   for    5  credits.      Students   must  have   access    to 
computers   and   suitable   software,    particularly    in    the    20-  or    30-level   courses, 
printing   calculators    should   also  be    available. 

Refer   to   individual   modules    for    further   information    regarding   equipment    requirement 
or   prerequisites. 

The    integration   of   the  work    study   component   of    the   work   experience    (cooperative 
education)    program    is    encouraged. 
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PLANNING  THE  COURSE 


The  Accounting  10-20-30  subject  strand  has  been  designed  to: 

a)  Introduce  students  to  financial  principles  and  practices 
important  to  both  personal  and  business  life. 

b)  Promote  the  development  of  clerical  and  bookkeeping  skills 
sufficient  for  entry  level  positions. 

c )  Provide  an  introduction  to  accounting  concepts  and  procedures 
studied  at  the  post-secondary  level. 

Accounting  10  is  the  introductory  course  in  accounting. 

Accounting  20  is  an  extension  of  the  material  studied  in  Accounting 
10,  and  is  focused  on  the  practice  of  principles  relating  to  synoptic 
and  special  journal  transactions. 

Accounting  30  expands  the  accounting  practices  studied  in  Accounting 
10  and  20,  and  applies  the  principles  to  the  partnership  and  company 
forms  of  business  organizations. 

Courses  of  3  or  5  credits  may  be  developed  in  Accounting  10  and  20  by 
selecting  3  or  5  modules.  Accounting  30  can  only  be  offered  for  5 
credits . 

Students  must  have  access  to  computers  and  suitable  software  at  the 
20  and  30  levels.   Printing  calculators  should  also  be  available. 

Refer  to  individual  modules  for  further  information  regarding 
equipment  requirements  or  prerequisites. 

An  integration  of  work  study  and  work  experience  (cooperative 
education)  is  encouraged. 

It  should  be  noted  that  a  traditional  3-credit  course  is  designed  to 
last  75  hours.  However,  if  a  school  offers  an  Accounting  10-20 
6-credit,  semestered  course  then  a  reduced  number  of  hours  (62.5 
hours)  must  be  taken  into  consideration  when  planning  your  courses. 
All  theory  must  be  covered;  however,  the  amount  of  drill  and  practise 
in  some  areas  may  be  reduced. 
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SELECTING  MODULES  FOR  ACCOUNTING 


Accounting  10  -  3  or  5  credits 
Accounting  20  -  3  or  5  credits 
Accounting  30-5  credits 


Accounting  10 


Accounting  20 


Accounting  30 


Alternative  #1 


( 3  credits ) 

Module  1 
2 
3 


(3  credits) 

Module  4 
5 
6 


(5  credits) 

Mod  u  le   7 
9 

1  i 
12 
13 


Alternative 

#2 

(5  credits) 

(3  credits) 

(5  credits) 

Module   1 

Module   6 

Module   9 

2 

7 

10 

3 

8 

1  1 

4 

12 

5 

13 

Alternative 

#3 

(3  credits) 

(5  credits) 

(5  credits) 

Module   1 

Module   4 

Module   9 

2 

5 

10 

3 

6 

1  1 

7 

12 

8 

13 
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STUDENT  EVALUATION 


Student  evaluation  in  accounting  should  be  based  upon  the  objectives 
stated  in  the  curriculum  guide.  Introductory  accounting  is  highly 
sequential  and  requires  frequent  and  periodic  testing  for  each  concept  in 
sequence.  Students  should  be  examined  for  their  understanding  of  concepts 
previously  and  currently  studied  so  that  the  relationship  and  purpose 
between  concepts  are  understood.  Tests  are  provided  in  the  Teachers' 
Guides  available  for  each  text, 
end 


at    the 


It    is    suggested   that  major   tests    be    given 
of    each     25-hour    module,     while    quizzes     should    be     given    more 


frequently   to   test   both   practical   and    theoretical   material. 


SUGGESTED  EVALUATION  PLANS 


Plan  1 


Midterm  Mark 

Unit  tests  80% 

Homework,  quizzes,  projects   20% 

100% 


Plan  2 


Midterm  Mark 

Homework  &  class  assignments   30% 
Projects/tests,  quizzes       70% 

100% 


Final  Mark 

All  unit  tests  60% 

Homework,  quizzes,  projects   20% 
Final  examination  20% 

100% 


Second  Reporting  Mark 

Homework  &  class  assignments   30% 

Projects/tests,  quizzes       70% 


Final  Mark 

Midterm  mark 

Second  reporting  mark 

Final  examination 


100% 

30% 

50% 

20% 

100% 
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INTRODUCTION  TO  TEACHING  STRATEGIES 


It  is  recommended,  and  assumed  in  this  presentation,  that  the 
Teacher's  Reference  Guide  for  the  particular  textbook  series  is  available 
to  the  teacher.  The  Teacher's  Reference  Guide  provides:  behavioral 
goals;  teaching  suggestions;  answers  to  vocabulary,  questions,  and  cases 
for  all  chapters;  masters  and  key  for  problem  tests,  and  other  helpful 
information.   In  addition  there  is  a  teacher's  key  for  the  workbook. 

It  would  be  helpful  to  teachers  to  use  the  workbooks  which  accompany 
the  textbooks.  The  student  workbooks  provide  stationery  for  all  drills, 
and  appropriately  ruled  accounting  forms  for  completing  all  the  problems. 
An  alternative  to  using  the  workbooks  would  be  to  provide  the  students 
with  a  package  of  accounting  forms  at  the  beginning  of  the  course. 

Even  though  objective  tests  are  available  from  the  publisher,  it  is 
recommended  that  teachers  prepare  tests  which  examine  the  behavior  goals 
associated  with  each  module.  Simulation  packages  are  available  from 
publishing  houses  and  will  be  addressed  in  detail  later  on  for  suitability 
of  accounting  principles. 

In  the  presentation  of  the  modules  which  follows,  it  is  assumed  that 
the  teacher  will  make  use  of  the  activities  which  are  set  out  at  the  end 
of  each  chapter  in  the  textbook  as  well  as  development  of  applicable 
materials  by  the  teacher. 

The  teaching  strategies  set  out  on  the  following  pages  are 
suggestions  to  teachers  for  expanding  upon  what  is  set  out  in  the  text, 
and  to  alert  the  teacher  to  concepts  which  may  be  difficult  for  some 
students.  The  activities  suggested  will  provide  variety  and  enrichment 
for  the  course. 

Computer  Integration  (Module  13) 


The  computerized  accounting  module  may  be  used  in  two  ways: 

1  .  As  a  25-hour  block  of  time  during  which  students  can  become 
proficient  in  the  use  of  one  or  perhaps  two  applications  of 
computer  software.  The  use  here  could  be  related  to  individual 
applications  of  theory,  or  a  teacher-developed  project 
encompassing  a  larger  spectrum.  Also,  this  may  be  beneficial  to 
teachers  who  have  access  to  multipurpose  rooms  only,  with  related 
timetabling . 

2.  Integrate  software  into  the  course  spanning  the  computer  software 
and  applications  over  the  length  of  the  course.  This  works  well 
if  classes  have  free  access  to  computers  on  a  daily  basis. 
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SAMPLE  DAILY  LESSON  PLAN 


Module  1  -  Basic   Accounting  Concepts 
Specific  Topic  -  Balance  Sheet 
Time :   60  minutes 

Objectives :   The  student  will  be  able  to: 

a)  define  assets,  liabilities  and  capital 

b)  understand  the  purpose  and  function  of  a  balance  sheet 

c)  calculate  the  financial  worth  of  an  individual  or  business 

d)  prepare  a  balance  sheet  using  the  correct  format  from  data. 

Elements  of  Lesson 


Category 
Introduction 


Development 


Time     Strategies 

5  min.    Review  previous  day's 
theory,  briefly  em- 
phasizing the  use  of 
accounting  records 
to  determine  how 
much  a  person  is 
worth. 

10  min.   Develop  the  concepts 
of  financial  worth 
by  picking  one  or  two 
students  in  class 
and  determining 
their  worth. 

10  min.  Explain  accounting 
equation  and  math- 
ematics involved. 

15  min.   Review  parts  of  a 
balance  sheet  and 
format  a  sample 
problem  related  to 
the  students ' 
information. 


Student  Activities 


Observe 


Question  and 
answer 


Observe 

Question  and 

answer 

Take  notes 

Explain 

Board  or  overhead 


Have  students  work 
with  teacher,  on  a 
form  provided 
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Category 
Evaluation 


Closure 


Time      Strategies 

15  min.   Have  students  pre- 
pare a  balance  sheet 
from  unarranged  data 
and  use  the  over- 
head to  demonstrate 
the  correct  form. 

5  min.   Quick  overview  of 
what  was  discussed 
today  and  what  will 
be  covered  next 
class. 


Student  Activities 

Prepare  balance 
sheet  form 
Question  and 
answer 
Observe 


Observe 
Question  and 
answer 


Materials 


Chalkboard 

Overhead  transparencies  of  a  balance  sheet 

Handout  of  a  balance  sheet  problem  and  balance  sheet 

forms . 
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LEARNING  RESOURCES 


A  number  of  the  learning  resources 
listed  in  this  section  have  not  been 
evaluated  by  Alberta  Education  for 
tolerance  and  understanding.  Their 
listing  is  not  to  be  construed  as 
explicit  or  implicit  departmental 
approval  for  use.  These  titles  are 
provided  as  a  service  only  to  assist 
teachers  to  identify  potentially 
useful  support  materials  for  the 
topics.  The  responsibility  to 
evaluate  these  resources  prior  to 
use  with  students  rests  with  the 
local  jurisdiction.  The  resources 
designated  as  BASIC  and  RECOMMENDED 
(starred)  have  Alberta  Education 
evaluation  criteria. 
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